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May 7, 1968

To:

Ben Caskey

From:

John D. Garwood, Dean of the Faculty.

Baccalaureate is scheduled for Sunday evening, June 2, 8:00 p.m.
Commencement is scheduled for Monday evening, June 3, 8:00 p.m. Both
events are to take place in Lewis Field, weather permitting. We will need
nineteen rows of chairs, fifty chairs to the row, with a six foot aisle
down through the middle of the chairs. We need to space the chairs so
that there is ample room between the chairs. I think it would be a good
idea to stagger the rows so that view of the platform will not be obstructed.
In the event we come to the Coliseum, we need twenty-eight rows of chairs
with twenty-four chairs to the row with an aisle down the middle. Thus
there will be twelve chairs on each side.
For the Baccalaureate program, we will need four chairs on the
stage plus a lectern and a mike on the lectern. For Commencement, we will
need eleven chairs on the stage plus a lectern and mike for the speaker
plus a stand and a mike for me. You may get the overstuffed chairs for
the stage. In addition, we will need a table for use of the Registrar.
As soon as I have the material from the Music Division, I will send
you the chairs and set-up needed for the band and choir.
We need to lay the wires for the mikes on the stage so that graduates
will not trip over them. We also need to check the rest rooms out.

We will be rehearsing down there Saturday afternoon, June 1, at 1:30.
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May 27, 1968

To:

Ben Caskey, Head Custodian.

From:

John D. Garwood, Dean of the Faculty.

In a memorandum dated May 7, I indicated to you the number of
chairs for the Field. Since that time we have had a number of graduates
indicate they will not be here for Commencement which has necessitated
our making some rearrangements.
We will need eighteen rows of chairs. Let's have the first two
rows with thirty-eight chairs in them and the last sixteen rows with
fifty-four chairs in them.
The platform should be placed so that the front of it is on the
twenty-yard line with the first row of chairs five yards ahead of the
platform.
I believe you have received the information regarding the band and
the choir.

